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3 Video provides a powerful way to help you prove your point, When you click Online Video,
3l you can paste in the embed code for the video you want to add. You can also type a
2 keyword to search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries.

! Themes and styles also help keep your document coordinated. When you click Design and
w choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
- theme, When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way

K a picture fits in your document, click it and a button for layout options appears next to it.
- When you work ona table, click where you want to add a row or a column, and then click
- / W-S Plys : ==

- y 4 Reﬂng qu:{ 4 ﬁeadmg view. You can collapse parts of the document and
b » foap?u‘n H“qtat ] \?anf. d 10(: !\'-.—ed to stop reading before you reach the end, Word
= i mmembers leif'off even on another device.
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VIDEO PRO A POWERFUL WAY TO HELP YOU PROVE YOUR POINT. WHEN YOU CLICK

ONLINE VID! U CAN PASTE IN THE EMBED CODE FOR THE VIDEO YOU WANT TO ADD.
YOU CAN ALS = A KEYWORD TO SEARCH ONLINE FOR THE VIDEO THAT BEST FITS YOUR
DOCUMENT.

ENT LOOK PROFESSIONALLY PRODUCED, WORD PROVIDES HEADER,
D TEXT BOX DESIGNS THAT COMPLEMENT EACH OTHER. FOR

\ MATCHING COVER PAGE, HEADER, AND SIDEBAR. CLICK INSERT
ENTS YOU WANT FROM THE DIFFERENT GALLERIES.

FOOTER, COVER P;
EXAMPLE, YOU
AND THEN CHOOSE

THEMES AND STYLES KEEP YOUR DOCUMENT COORDINATED. WHEN YOU CLICK
DESIGN AND CHOOSE A ME, THE PICTURES, CHARTS, AND SMARTART GRAPHICS
CHANGE TO MIATCH YO! EME. WHEN YOU APPLY STYLES, YOUR HEADINGS
CHANGE T¢
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DEVICE.
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Video Pr s A Powerful Way To Help You Prove Your Point. When You Click Online Video,

You Can Pas The Embed Code For The Video You Want To Add. You Can Also Type A

Keyword To rch Online For The Video That Best Fits Your Document.
To Make Your ument Look Professionally Produced, Word Provides Header, Footer,

Cover Page, An Box Designs That Complement Each Other. For Example, You Can Add
A Matching e, Header, And Sidebar. Click Insert And Then Choose The Elements
You Want From rent Galleries.

Themes And Styles elp Keep Your Document Coordinated. When You Click Design And
Choose A New The Pictures, Charts, And Smgggart Graphics Change To Match Your
New Theme. When Yi ly Styles, Your Headings Change To Match The New Theme.
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